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NUMBER 


SCBJECT: Payroll and Personnel Procedures 


Procedure for handling ami routing personnel documents 
within CIG and between cre and other government agencies, in compli- 
ance with Civil Service Regulations. 

I. Hew Appointments, 

(a) The Personnel Office will forward to the Payroll mit 
& fanfold copy of Pom 50 which will include all pertinent information 
necessary for payroll purposes, together with an attached W-l, Form 
indi cating the individual's tax exemption. 

(b) Standard Forma 50 will indicate under the Remarks Column 
"Nowstrike affidavit executed" and the date of oath which is the 
advice to the Payroll Unit that these documents are in the individualts 
patachnel file. . 

| (c) Should the employee request retirement deductions a 
properly completed Form 2606 will be forwarded to the payroll office 
with the documents outlined in Ia above, 

(d) Should the employes request payroll deductions for the 
purchase of War Savings Bonds or Insurance it will be necessary that 
the individual be sent to the Special Funds Office for execution of 
the required documents. 

Ii. Transfers Prom Other Goverment agencies. 

(a) after the preliminary personnel processing and the 

entrance. on dity of the employee, the Personnel Office, in addition 


Approved Fay Rateen en iApeRDPS -00755R000100130016-3 


Approved For Release : GIA-RDP81-00785R000100130016-3 


to the payroll requirements as outlined aL “da tt : above, 


will forward a copy of the Fora 50, Employment Document, (by transfer) 
to the transferring agency, 

(b) Upon receipt of this notification the releasing agency 
will foruaes to the Personnel Office the complete individual's file 
with the basic documents as required by the Civil Service Commission. 

(c) The moual and Sick leave record card will be extracted 
by the Personnel Office and forwarded to the Payroll Wait for credit 
to the employee's leave record, 


(d) the individual's file will be maintained in the Personnel 


Office during the period of employment with this Organisation. 
III. Promotions, Reclassifi cationa and Transfers within. CIG. 

(a) The Payroll office will be notified of my and all such 
changes by maang of a fanfold copy of Form 50, 


I¥. Transfers to Other Government Agencies, 

(a) The Personnel Office will advise the Payroll Unit of 
an immiment transfer by forwarding an original and duplicate copy 
of Fors 37~3, Personnel Action Request, 

(b) In order to avoid over payment and subsequent necessary 
adjustments the Payroll Unit will stop payment on subject individuals 
and carry then in an “Undetermined Status.” 

(c} Upon actual receipt of Form 50 by the Payroll Unit 
indicating the exact date of the transfer action, final payment will 
be made and the leave record card closed out accordingly, and a 
Guplicate leave card will be forwarded to the Personnel Office. 
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(d} Upon receipt of a For 50, Eaployment ‘ction, from 


the other agency the Personnel Office will inclute the duplicate 
leave record card in the individual's persomnel file which will 
bea forwarded to the anploying agency. 

(e) In the event thet such employees have had deductions 
for retirement made from their selary the Payroll Unit will complete 
Form 26806 and forward sane to the Civil service Commission. 


¥. Terminations and Reslgnations, 
| (a) Toe Payroll Unit will be advised by the Personnel 
office in the game matiner as [Va above. 
| (>) In order to avoid over payment and subsequent necessary 
adjustments the Payroll Unit will stop paymant on subject indi viduels 
and carry them in an "Undetermined Status." 

{c) Yorm 37-3 will be held in the Payroll Unit pemding 
receipt of the final Fom 1130, Time and Attendance Report, which 
will supply the last working day of the individual, 

(d) Upon receipt of this infomation the Payroll tnit wll 
compute the leave balances and include this information on Porm 373 
with the following information. , 

le Last working day. 

2, Number of terminal leave hours. 

3. Period covered by such leave. 
4 copy of the Form 37-3 ao completed wiil then be forwarded to the 
Personnel Offias, 
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(se) Upon receipt of the completed Form 37~3 the Persanel 
Office will process Form 50 on temination and will include under 
the Rasarks Colum the pertinent leave data, 

(f) The Personnel Office will send a copy of the final 
action on Form 50 to the Fayroll Unit and temsinal salary payments 
will be made. 

(g) In the event that such employees have had deductions 
for retirement made from their salary the Payroll Unit will complete 
Form 2806 and forward same to the Civil Service Comission, 


VI. ‘The individual personnel files on employees who are terminating 
or resigning and are not accepting further government euployment 
will become the permanent property of this organisation. However, 
should any former employee of this Organisation return to government 
service after an extended period the file will be forwarded upon 
request as outlined above, 


CONABENTIAL 
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